
[image: image1.jpg]HR TOOLKIT
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[Insert your organization’s name here]
CODE OF CONDUCT POLICY
[insert your organization’s name here] expects employees to adhere to a certain standard of conduct in order to maintain our high standards and create a positive work environment for all.

Condescending or disrespectful conduct to clients, co-workers or management will not be tolerated.  We expect your cooperation in ensuring that our work environment is positive, productive, supportive and motivating for one another.

Adherence to the policies and procedures in this manual, and which are expressed in the workplace, is also mandatory.  If you have any questions regarding a policy, speak to your program director for clarification.  The following are some examples of inappropriate behaviour, but this list is not exhaustive:

· Violation of the agency’s Child Behaviour Management Policy

· Absence from work without proper authorization

· Insubordination towards management, refusal to comply with instruction or failure to perform reasonable duties which are assigned

· Disclosing confidential information to unauthorized persons or any violation of the agency’s Confidentiality Policy

· Violation of the agency’s Privacy Policy

· Undertaking any outside activity or employment that interferes with the performance of your duties or which presents a conflict of interest with __________.
· Falsifying employment applications, time-cards or other records

· Abuse of agency property

· Engaging in acts of dishonesty, fraud, theft or sabotage

· Unauthorized use of agency property or property belonging to another employee

· Using loud or abusive or vulgar language, acting in a threatening or intimidating or coercive manner, or interfering with the performance of other employees

· Violation of the agency’s Anti-Harassment & Anti-Discrimination Policy

· Violation of the agency’s Health & Safety Policy

· Violation of the agency’s Non Smoking Policy

· Violation of criminal or civil laws on agency property

· Presenting yourself in the community in an unprofessional or inappropriate manner as a representative of the agency.

· Any performance which, in the agency’s opinion, does not meet the requirements of the position

Procedure:

You are expected to use common sense and good judgment regarding appropriate conduct at work.

The emphasis on and necessity of good team work in this agency means you are expected to put in an extra effort when interacting with others. Communicate honestly and directly and avoid gossip and rumour. Respect other people’s workspaces and those workspaces (including staff/lunch rooms) which are common to everyone.  Conduct yourself in a professional manner which does not interrupt the work of your co-workers.  Act professionally under stress and do not act out in the workplace.

Failure to live up to our code of conduct will result in disciplinary action up to and including termination.
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